ABproved For Release 2001/03/16 : CIA-RDP61-00901A000200020004-3

Rt

MAIL CONTROL PROCESS

EXECUTIVE REGISTRY

EXECUTIVE REGISTRY

RECEIVE

CROSS
CONTROL

REFERENCE

FILE

RESEARCH

ACTION
DESK

EXECUTIVE

ADMIN

CROSS

OFFICER | OFFICER CONTROL |REFERENCE FILE DISPATCH
INCOMING ORIGINAL ORIGINAL ORIGINAL ORIGINAL ORIGINAL IGINAL ORIGINAL
MAIL INCOMING INCOMING INCOMING INCOMING OMING REPLY REPLY
LETTER LETTER LETTER LETTER LETTER
oren
TimE stame COURTESY Lcoumzsv knunTssv ORIGINAL ORIGINAL [COURTESY 3| COURTESY
soRt : REPLY REPLY REPLY REPLY
LOG PERSONAL ASSIGN ER NO. ER FILE ORIGINAL
MA (Ene enren in REPLY (REVIEWS, siGNS, INFO. REPLY
verore omiwi | arpropaiate CHECK REFERENCES o2 caTAINS siG-
Los. o PREVIOUS LETTERS. COURTESY NaTuRE oF INFO. REPLY
AttacHen Fie REPLY owmecTon)
r_\ CRIGINAL PREPARE CouRiER
INFO. REPLY IN. LETTER receiPTs
BOOK 0G [ | Book PLACE i enveLoPEs .
INFC. REPLY COURTESY ORIGINAL orsPaTcH TO -
COURTESY IN LETTERJ __+ INCOMING Aporessee

PREPARE CROSS— FILE COPY INCOMING LETTER INFO. ADORESS

RteeREnces FroM OF REPLY LETTER FILE COPY

Loc entries

PROPOSED CONSOLIDAT

|

& CROSs

CONTROL & pereRENCE

ASSIGN ER NUMBER PREPARE
CONTROL AND CROSS-REFERENCES

IN ONE OPZRATION

!

e

FILE CROSS-REF.

CHRONO COPY
OF REPLY [

(PREPARE REPLY, HEFER
O OTHERS FOR FREPARA-
TION OF REPLY, SIGN,
FILE IN OWN FiLEs or
SEND TO E R FOR FILE IF
ND ACTION REQUIRED, OR
FORWARO 10 EXECUY IVE

OFF. FOR HIGHER S16. )

RETAIN CHRONG COPY

CHRONO COPY
OF REPLY

COURTESY

RECEIVES MisC.

PaPERs 4 HOLDS

IN SUSPENSE UNTIL
RECEIPT OF SIGNED
REPLY.

UPON RECEIPT OF
SIGNED REPLY -
REASSEMBLES
cHECKS com-
PLeTENESS

senps TO ER

OF REPLY
lER FILE

ENTER N APPRO-

PRIATE

-

oG

RN

COURTESY
IN LETTER]

LOG | [BOOK

REPLACE ER FILE

i~ Fie.

PREPARE CROSS -
REFERENCES FROM

oG EnTRIES

FILE ORIGINAL
INCOMING LTR.
AND FiLE copy
oF mEPLY.

FILE COuRTESY
copy oF N
cominG LETTER
AS A crOsS-
REFERENCE 1F

CONTROL

& CROSS
REFERENCE

ASSIGN E R NUMBER
PREPARE CONTROL & CROSS-

REFERENCE IN ONE OPERA~

SUBJ.

SUBJ. SQ me as A bove suss
SOURCE SoURCE
m CHRONO

FILE N APPRO-
PRIATE FiLE .
CHRONO CROSS -
REFERENCE 18
FiLeD By €8
NO. & SERVES
1N LiEu oF

oG BoOK .

.-mﬁ'

Approved For Release 2001703116 CIA-RDP61-00901A000200020004-3

=

FILE N APPRO-
PRIATE FiLe.
cHRONO CROSS-
REFERENCE 18
Fieo ey £n
NO. AND sEmves
IN LIEU OF & LOG
800K

2= TR




